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Fuipca:

- To insure the provisions of the City Chartercre cdreted 0. with regard

20 the classdfication plan.

Resvorsilb lities:

The Personnel Depantment is nesponsible for maintaining the classification
plan cuument. 1t shall be the responsibillity o4 Zhe vaiious departments

Lo advise the Personnel Deparntment when the nature of a position has changed
ox when a new nequiremeni has developed.

Policy:

The Pensonnel Department shall maintain a classification plan for all City
positions. Every posilion in the Clly snall be clzssified as 20 title,
classification numbex, and job deseription. The classification plan shall
bring Zcgethen similar positions inis a single group {on wiich the same
"CLzss Specifdcation” shall be used. Dulies 0§ pesitions placed in a given
closs musl be enough alike 30 that: (a) Zhe same descnipiive title can be
used jox all jobs allccated 2o that class; (b) the nequinements of the jobs
in Zevms 04 rnowledges, abilities, and shills, musi be so much alike thal
emplouees can be selected througn similer tesis and éxaminaticons; (¢) that
assuming a tecsonable probationary peniod, employees can be effectively
Luans fevied among the pesitions within the same class; and (d] the general
responsibilities of the jobs and tnein wonth o Zne City must oe 40 nearly
2qual il the same general pay range can be applied with jairness to all
positicns in the class.

As a miumum, a class specification shall specify: (a) The nature of the
work, (b) <llusirative examples of the wotk, (c) x2guitements of the wonk,
{¢) and, The desined education and experience.

Iz sncff be The jodni responsibifity of ¢ sdingle wer depaitment {exampfe:
Public Works 48 the only department utilizing Semcze Plant Attendants) and
Zhe Pesscnel Deparntment ic develop class specificotions fon those pcsitions
in cine azpaiiment only. The Pewsonnel Depantment fzvelops and maintains all
clas s gicaions commen Lo more Lhan one depaiimesnt.
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sozsTo~. CLASS SPECIFICATIONS - PAGE 2

- The Jiveckon of Peuscniel L8 the final eppreving a.x,dw.,u.y 604 all
cl2ss speclfications.
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